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INTRODUCTION

PURPOSE

This quick reference guide is designed to give basic information to the user of the
Management Assessment Subsystem (MASS), release 3.0, a Web-based computer
program of the U.S. Department of Housing and Urban Development (HUD). MASS is
the primary tool by which HUD’s Real Estate Assessment Center (REAC) conducts its
annual assessment of the management operations of HUD properties that are operated
by Public Housing Agencies (PHAs). The management operations assessment is one
of four assessments HUD/REAC utilizes to determine an overall status score for a PHA
under the Public Housing Assessment System (PHAS).

This guide is directed at PHAs with fiscal years ending March 31, 2000, and later.
PHAs with fiscal years ending September 30, 1999, and December 31, 1999, should
refer to the previous edition of this guide, dated November 24, 1999, and posted on the
REAC Web site at www.hud.gov/reac (See Steps 1-4 and 6 at the bottom of this
page).

Included in this guide is information on how to...

* access MASS,

» move from page to page,

* enter data into each of the data element field types, and

» validate, correct, and submit the certified management data to HUD/REAC.

For specific details on the content of the MASS data elements, the resources needed to
correctly respond to those elements, and how the MASS data elements compare with
the previous elements under the Public Housing Management Assessment Process
(PHMAP), refer to the Instruction Guidebook for Completing Public Housing Assessment
System Management Operations Certification with Form HUD-50072. The guidebook
may be downloaded from the REAC Web site, following the instructions below (note that
each link opens a different page on the Web site):

1. Open your Internet browser and access the REAC Web site:
www.hud.gov/reac.

2. Onthe left side of the Web site’s home page, click on the products link.

3. Onthe REAC Products page, click on the link for Management Operations
Certification.

4. In abox, on the right side of the Management Operations Certification page,
click on the link for Documents and Guidance.

5. Finally, on the Documents and Guidance page, click on the link for the
Instruction Guidebook.

6. Alink to the previous version of this guide, dated November 24, 1999, is
also available on the Documents and Guidance page.
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OVERVIEW OF THE MASS PROCESS AS DESCRIBED IN THIS GUIDE
1. Open your Internet browser and access the REAC Web site.

2. Click on the online systems link, then click on the Login button.

3. Loginto HUD's secure systems.

4. On the Secure Systems menu page, click on the link to open MASS. If you
represent more than one PHA, the PHA Selection page displays. Click on the link
for the PHA for which you wish to make a submission. This will open the PHA
Inbox. If you represent only one PHA, the PHA Inbox displays automatically when
you click on the link to open MASS.

5. Inthe Inbox, select New Submission. This opens the Set Up PHA Information
page.

6. After confirming that the information on the Set Up PHA Information page is correct,
enter the Fiscal Year for which you are entering data, and click on the Set Up
Submission button. This opens the first MASS sub-indicator page.

7. Enter responses in all of the data element fields of the sub-indicator. Save the
data.

8. Correct any errors found by the system during the saving process.

9. Using a tab, link, or “Next Sub-Indicator” button, go to another MASS sub-indicator
page and repeat steps 7 through 9.

10. When all sub-indicator pages are complete, if desired, enter and save data on the
Adjustment and Comments pages.

11. When all the pages in the submission are complete, on the Submit page, click on
the Validate Submission button. The validation process checks the saved data
against established MASS business rules.

12. Correct any problems found and repeat the validation check.

13. When validation reports no problems, data is ready for certification.

14. After the Board approves resolution, the PHA'’s Executive Director enters the

resolution number and the date of approval and submits the certified data to
HUD/REAC, completing the process.

Important Notice
The example data appearing in this quick reference guide has been created solely for
the purpose of illustrating the use of the Management Assessment Subsystem (MASS),
and should not —in any way--be construed as being the actual data of any HUD public
housing partner.
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ACCESSING MASS

1. Open your Internet browser and access the REAC Web site at the following

address:

http://www.hud.gov/reac

NOTE: For basic information on how to use a browser, see Appendix A, Browser
Basics, p. 30.

real estate
assessment center

customers

products

tools

online systems

contact us

WHAT'S NEW

WEEB COMNYERSION COMPLETE

Thanks to all of aur business partners foryour patience during our
Website conversion. *rou hawve probably noticed that the old "system
pages"; PASS, RASS, and FASS, have become "products” to reflect the
shift in REAC's focus from dewveloping systems to producing assessment
products. If you are hawving trouble finding anything in the new format
review WEBR FEATURES ar contact us for assistance.

OME STOF LOGIN FOR ANY SYSTEM

If you were accustomed to going to 3 product page to login to secure
systems, now you can login from any page on ourWeb by selecting
online systems from the Topics menu on the left.

MEED CUSTOMER SERVICE?

REAL haz renamed its Customer Service Center, the Technical
Azsistance Center (TAC) In addition to responding to calls, letters and
email, the TAC will provide ongoing guidance on the Technical
Support Page which is located by selecting tool = from the Topics menu
on the left.

HIGHLIGHTS

ohline sﬂﬁtems

2. Click on the link. This opens the online systems page V.
online systems
TOPICS If you already have a User ID, click on
the "Log In" hutton to proceed directly
Customers to Secure Connection. Note that upon oG N |
products log in, the "User Name" field actually
tools requires your user ID.
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3. Atthe top of the online systems page, click on the eI button.

4. Alogin window opens, requiring a username and password V.

Uzername and Password Required [ %] |

Enter usermame for Enterprize Server at
hudappz. hud. gov:

Uzer Mame: I

FPaszwaord: I

0k, I Carnicel

NOTE: Theterm “user name” refers to your user ID, which was assigned to
you by HUD when you registered with REAC. The password is the
password you chose on your registration application. You must
enter it exactly as you entered it on the application form. For
information on registering for a user ID, see Appendix D, Registering for
a user ID, p. 37.

NOTE: |If you are a Coordinator for your PHA, you may need to perform
some system administration in order for you and your Users to
access MASS. See Appendix E, System Administration, p. 45.

5. After entering your user ID and password, click on the button. The

HUD Secure Systems Legal Warning page opens V.

NI Seenre-Systems =~
A
U5, Ivept. of Honsing
amnd Urbam Development Legal W = g

Ilisuze of Federal Information through the HUD Secure Connection
web zsite falls under the prowisions of title 13, United States Code,
section 1030, This law specifies penalties for exceeding authorized
access, alterations, damage, or destruction of information residing on

Federal Computers.
Continue |

6. Read the page, then click on the Continue button. The Secure Systems page

displays (See next page).
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[l
Sl

U, Drept. of Honsing
and Urban Development

Public Honsing & ssessment Subsystern (PHAS)

Financial & ssessment Subrssion - PHA (FASPHA)
Besident &ssesament Subsayatern (F&55)
Ilanagerment Assessinent Subsystern (WASS)

Single Farnily &ssessinent Subsytern (5455)

System Administration - Guide

Tzer Group hilaintenance

Tzer ID Ilaintenance

Businezs Partners Ilaintenance
PHA &ssisnrnent Dlaintenance

Pasgword Change

7. Under the Systems section, click on the link for the Management Assessment
Subsystem (MASS). At this point, one of two pages will open, depending on how
many PHAs the user represents.

If the user represents more than one PHA, the PHA Selection page opens v.

PHA Selection

Pleasze select the PHA for which you wish to create or edit a submission. Select the PHA by clicking
on the PHA code.

FHA Code FHA Name
MNEO0S Housing Authority of the City of Mew Bermn
MNEO0G Housing Authority of the City of High Point

Technical Assistance Center

Select a PHA from the table by clicking on the link in the PHA Code column that
corresponds to the name of the PHA for which you wish to make a MASS
submission. The PHA Inbox for that PHA will then display (see next page).

If the user represents only one PHA, the PHA Inbox page opens directly after
clicking on the MASS link on the Secure Systems page (See next page).
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Mew Subrmission Bottom of pags
FHA Code FHA Hame FHA FYE Status Submission type

Top of page
Technical Assistance Center
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PHA INBOX PAGE

The PHA Inbox page features a table which contains links to all the MASS submissions
that have been created for a specific PHA. This includes any current draft submission
that has not yet been validated and sent to HUD. If no MASS submission has ever been
started, the PHA Inbox table will be empty as in the example on page 6. Below is how
the Inbox table looks with a submission link in it v.

Mew Submission Ellam of e
PHA Cade PHA Hamea PHA FYC Slaius Submizsion ype
Maos Mew o City Housing Authoriby 2422000 draft submission
Tapa mae

Technical Assistance Center

There are five columns in the PHA Inbox table. They are defined in the chart below v.

Columns in the PHA Inbox Table

Column Title Definition

PHA Code the code assigned to a PHA by HUD.
(2-letter state abbreviation, followed by 3 numbers)

PHA Name the official, legal name by which the PHA is known.

Fiscal Year End | the month and day that the PHA'’s fiscal year ends (either 3/31,
6/30, 9/30, or 12/31), and the four-digit year for which that
submission is reporting. The year is generally the key identifying
element for an individual submission, as MASS submissions are
usually made only on an annual basis, re-submissions being the
exception.

Status shows one of four levels of completeness for a submission:

» Draft - the submission is in progress. Changes may still be
made by any authorized user.

» Validated Draft - the submission has been completed, and
validated, but not yet sent to HUD/REAC. Only the PHA
Executive Director can make changes to a submission with this
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Columns in the PHA Inbox Table

Column Title Definition

status.

* Review - the submission has been completed, validated, and
sent to HUD/REAC.

* Reject - the submission has been reviewed, and rejected by
HUD/REAC.

Submission Type | shows one of four classifications for a submission:

* Submission - a standard, electronic MASS submission.

e Manual Submission - a PHA has requested, and HUD/REAC
has approved, that the MASS submission be created manually,
on paper, and sent by standard mail to HUD/REAC.

* Re-Submission - A second electronic MASS submission for a
given fiscal year, the initial electronic submission having been
rejected by HUD/REAC.

* Manual Re-Submission - A second manual MASS submission
for a given fiscal year, the initial manual submission having
been rejected by HUD/REAC.

Aside from the links in the Inbox table, there are four other links on the PHA Inbox page
which are described in the chart below v.

Other Links on the PHA Inbox Page

Bottom of page located in the upper and lower right corners of the page,
respectively, these are navigation links that, when clicked on, will

and automatically take the user to either the bottom or top of the PHA
Top of page Inbox page. These will become useful as the Inbox table gets
larger.
Technical clicking on this link at the bottom of the page will open the Web

Assistance Center | page for the REAC Technical Assistance Center. The Web page
contains information on how to contact the Center should you
experience problems using MASS (See Appendix F, p. 64).

New Submission | this link, located in the upper left corner of the page, is the
starting point for creating a new MASS submission (see below).
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How to Begin a New MASS Submission

Mewr Spbmission
1. To begin a new MASS submission, click on the &3 link in the upper
left corner of the Inbox page. This opens the Set Up PHA Information page V.

Inbro

Fleaze verify that the PHA information is correct. If there are any discrepancies with the data shown below pleaze contact vour
HUB/Fragram Office to update the information in IBS.

Flease input the Fv" end year.

FHA Code NY005
FHA Mame Mew ok City Housing Authority
Street Addressline 1) 250 Broadway

Street Addressline 29

City HEW v OR K

State M

Zip Code 10007

Fr End [ ate DS.-‘S*L-’; e.g. 1999

Set Up Submission i

Technical Aszistance Center

2. Proceed to Set Up PHA Information Page, p. 11 for further instructions.

How to Open an Existing MASS Submission

1. To open an existing MASS submission—that is, a current submission that is in draft
form, or a previous submission that has already been validated and sent to
HUD/REAC—<click on one of the links for that submission in the PHA Inbox table.
There are two links for each submission on the row which corresponds to the
specific fiscal year of the submission. One link is under the PHA Code column and
the other link is under the PHA Name column. See the example below v.

PHA Cada FHA Hame FHA FYLC

Mea0S Mew ok City Housing Autharity 232000

Clicking on either link will open the first sub-indicator page for that existing
submission (See next page).
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Management Assessment for Public Housing Agencies

Inbox

Eccnn SeILSuff Adjustment

ormrnent

Sub-Indicaior 1: Vacant Unii Turnaround Time

CLCMCHT OCECRIPTION AMOLUNT

12400 Total number of turnaround days. IJ&T
w2500 Taotal number of wacancy days exempted for Capital Fund. ID—
W ZE00 Tatal nurber of wacancy days exempted for other reasons. ID—

Total number of wacant units turned around and lease in effect in the
JET
Al FHA's immediate past fiscal wear.

2800 Forerage number of calendar days units were in dovn tinme. ID—
w2800 Avyerage number of calendar days units were in make ready timea. ID—
w3000 Average number of calendar days units were in lease up time. ID—
3100 Aorerage Unit Turnaround Days. IT

NOTE: If the submission has a “draft” or “validated draft” status, changes can be
made to the existing submission. An existing submission with a “review”
or “reject” status is read-only and cannot be altered. (See Status in the
chart Columns in the PHA Inbox Table, p. 7).

NOTE: To return to the PHA Inbox page from the submission sub-indicator

pages, click on the Inbox tab at the top of the sub-indicator page (See
Tabs under Moving Between Pages in MASS, p. 14).
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SET UP PHA INFORMATION PAGE

The Set Up PHA Information page contains identification, address, and fiscal year end
information for an individual PHA to which the user is registered. The Set Up page is
used only when a fiscal year's submission is first created, and does not appear in
subsequent openings of an existing submission. The information appearing on the Set
Up page is what is currently stored in HUD’s database for that particular PHA. With the
exception of the FY End Date field, all fields on the Set Up page are “read-only.”

NOTE: Users should review the information on the Set Up page for
accuracy, as it will be automatically attached to their MASS
submission once they have clicked on the “Set Up Submission”
button.

Inbo

FPleasze werify that the PHA information is correct. If there are any discrep ancies with the data shown below please contact your
HUB/FProgram Office to update the information in 1IBS.

FPleasze input the F end year.

FHA Code NY005
FHA Mame Mew ot City Housing Autharity
Street Addressline 1) 250 Broadway

Street Addresgline 23

City NEW v OR K

State M

Zip Code 10007

F% End Date DS.-‘31.-'i &.q.1999

Set Up Submission i

Technical Assistance Center

The chart below summarizes the information contained in the Set Up page V.

Information in the Set Up Page

Definition

PHA Code the code assigned to a PHA by HUD.

April 12, 2000 11
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Information in the Set Up Page

Item Definition

PHA Name the official, legal name by which the PHA is known.

Street Address, | the mailing address for the business office of the PHA.
City, State, and
Zip Code

Fiscal Year End | the month and day that the PHA's fiscal year ends (either 3/31,
6/30, 9/30, or 12/31), and the four-digit year for which that
submission is reporting. The year is generally the key identifying
element for an individual submission, as MASS submissions are
usually made only on an annual basis, re-submissions being the
exception.

If the set up information is incorrect:

DO NOT PROCEED. The Set Up information should be updated before a MASS
submission is created. Return to the PHA Inbox without creating a new submission by
clicking on the Inbox link in the upper left corner of the Set Up page.

Contact your local HUB/Program Center to have them make the necessary corrections.
When the updates have been made, follow the instructions below.
If the set up information is correct:

1. Click the cursor into the FY End Date field and enter the four-digit year on which the
new MASS submission will report, as in the example below v.

F* End Date O3 ;20'2"3 e.q.1900

2. Click on the |__etUp Submission | py,,¢¢on just beneath the FY End Date field. This
will open to the first of six MASS sub-indicator pages in the new submission.

NOTE: Should you enter a year for which a submission already exists, that
existing submission will open instead. Also, future dates are not
accepted by the system.

April 12, 2000 12
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MASS SUB-INDICATOR PAGES

The six MASS Sub-Indicator pages are where the user enters the data that the PHA is
graded on for the Management Operations Assessment Indicator. The page for Sub-
Indicator 1 (Vacant Unit Turnaround Time) will always open first when entering a new or
existing submission v.

Management Assessment for Public Housing Agencies

Unit Turnaround

Sub-Indicator 1: Vacani Unit Turnaround Time

ELEMENT DESCRIPTION AMOUNT

Y42400 Total number of turnaround days. |

V12500 Total number of vacancy dayvs exempted for Capital Fund. |

V12600 Total number of vacancy days exempted for other reasons. |

V12700 Total number of vacant units turned around and lease in effect in I—
the PHA's immediate past fiscal year.

V12800 Average number of calendar days units were in down time. |

V12900 .l!.verage number of calendar days units were in make ready I—
time.

V13000 Average number of calendar days units were in lease up time. |

V13100 Average Unit Turnaround Days. |

Save | Reset|  Med Sub-indicatar |

Inboy | Unit Turnaround | Capital Fund | YWork Orders | Annual Inspection | Secuarity | Econ. SelfSuff | Adjustrment
| Commment | Subimit
Cormments or Questions? Please go to Technical Assistance Center

THE COMPOSITION OF A SUB-INDICATOR

Each sub-indicator is composed of two or more components, with the exception of Sub-
Indicator 1 (Vacant Unit Turnaround Time) and Sub-Indicator 6 (Economic Self-
Sufficiency) which have single components. Each component contains a series of data
elements, each displayed on a separate line in the component as shown below v.

ELEMENT DESCRIFTION AMOUNT

V12400 Total numhber of turnaround days. |
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Each data element has three parts, which are defined in the chart below v.

Data Elements

Part Definition

Element the unique code which identifies the individual data element (for
example, V10000, CF12700, W10300), the beginning letter or
letters signifying the name of the sub-indicator to which that
element belongs (for example, V = Vacant Unit Turnaround, CF =
Capital Fund, W = Work Orders).

Description the data that is being requested of the user.

Amount the active field where the user enters a response, or, in certain
cases, where that response is automatically calculated for the user
by MASS (See “Automatic Calculations,” p. ).

MOVING BETWEEN PAGES IN MASS
There are three ways to move between the pages in a MASS submission. They are:

 Tabs and

» Links which allow the user access to all of the submission pages, in any
order; and the

* Next Sub-Indicator button which allows the user to advance through the
sub-indicator pages only, one-by-one, in numerical order.

Tabs

At the top of every page in a MASS submission is a group of ten gray objects that
resemble the tabs on folders in a filing cabinet. Each of these tabs represent a page in
the submission, with a shortened title of that page appearing on the tab. A darker tab
indicates the page that is currently displayed. The arrangement of the tabs will vary with
screen resolution, but will generally appear as below v.

‘¥linit Turnaround

April 12, 2000 14
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To move to another page using Tabs...

1. Click on the tab for the page you wish to move to. Example:

The following message box will then display v.

www?_hud_gov - [JavaScript Application]

o If you hawve already zaved your wark,
* click the OF button to continue,
Otherwize click the Cancel button ko returmn.

Cancel |

As a safety measure, this reminder message will appear each time you attempt to
move to another page, whether or not the data on the current page has been
saved.

2. If the data has already been saved, click on the | button and the page

you are moving to will open.

-OR-

Cancel

If the data has not been saved, click on the button to close the

message box.

Scroll down to the bottom of the page and click on the 228 | putton. Depending

on the completeness of the current page and the validity of the specific data
therein, you may receive one of two types of error messages (See Saving Your
Work in MASS, p. 16). If there are no immediate data errors detected by the
system, after a brief pause the screen will “flash” and the page will re-display. This
indicates that the entered data has been saved. At that point, click again on the tab
of the page you wish to move to and click the OK button on the reminder message
about saving. The page you are moving to will open.

Links

For user convenience, at the bottom of every page in a MASS submission there are
links to each of the other pages in the submission v.

[nbox | Unit Turnaround | Capital Fund | YWork Orders | Annual Inspection | Security | Econ. Sel-Suff |
Adjustment | Comment | Submit

To move to another page using Links...

Econ. Self-Soff

1. Click on the link for the page you wish to move to. Example: )
Just as with tabs, a reminder message about saving your work will appear. At that
point, apply the same procedure listed in Step 2 under Tabs.
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Next Sub-Indicator Button

The third method for moving to another MASS page is limited to moving between the
sub-indicator pages only. Near the bottom of Sub-Indicators 1-5, just below the last
data element line, are the following buttons v.

Save ! Feset ; Mext Sub-Indicator i|

Clicking on the [ Mext Subrindieator |y, 1101 allows the user to move to the sub-
indicator page that is numerically next in line (for example, from Sub-Indicator 1 to Sub-
Indicator 2, from 2 to 3, from 3 to 4, etc.). It is a forward progression only, however, and
it ends at Sub-Indicator 6, which does not contain a Next Sub-Indicator button.

When using the Next Sub-Indicator button, the same reminder message about saving
your work will appear as in the other methods. At this point, apply the same procedure
listed in Step 2 under Tabs.

NOTE: To move back to a previous page, move to a page out of numerical
sequence, or move to a page other than a sub-indicator page, use tabs
or links.

SAVING YOUR WORK IN MASS

Each page in a MASS submission requires that newly entered data be saved before
moving to another page or exiting the system. Otherwise, the data element fields are
returned to their former condition—either blanks or previously saved data.

5398 | b tton at the bottom

To save data entered on any page in MASS, click on the
of the page.

Error Messages When Saving
There are two types of error messages that may appear when saving data on a sub-
indicator page:

» The first type of error message (pictured below) indicates that a response for
a specific data element is required before the system will save the data for
that sub-indicator.

www?_hud.gov - [JavaScript Application] I

& V12500 field required

Should you receive this first type of error message, click on the OK
button to close the message box. Locate the data element in question, enter
a response in the field, and repeat the save process. The system will
continue to produce these error messages until all required fields are filled.
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» The second type of error message (pictured below) is a page which lists any
instances where the entered data has violated certain “rules” that have been
programmed for a field. For example, data entered into fields cannot have a
negative value, and sometimes, cannot be zero. Also, data which the user
has entered cannot produce a negative calculation in those fields which are
automatically calculated by the system (See Automatically Calculated Fields,
p. 20).

Error! Please use your Browser Back button to return to the previous
screen and make correction(s).

Field ERROR MESSAGE
%13100 The value of this field should naot be negative.

Should you receive this second type of error message...

€
...click on your browser [.B22k | hytton to return to the sub-indicator page and

correct the item(s) in question. The system will continue to produce an error
page when the “Save” button is clicked until all such errors are corrected.

The Reset Button

Feset

The remaining button at the bottom of all submission pages is the button.

Reset allows the user to erase any unsaved data that has been entered on a submission
page. Clicking on “Reset” removes the unsaved data and returns the data fields to their
previous condition; either blank or with previously saved data. Reset can be used at any
time prior to saving, and without having filled all the fields on a page.

To prevent accidental erasure of data you wish to save, as a safety feature, the
message below will appear each time the “Reset” button is clicked v.

www?_hud_gov - [JavaScript Application] !

Are you sure you want ta resety
Clicking OF. will cauze pou to loze any changes

wou have made zince pour last zave.

: Cancel |

If you still want to reset, click the | button. The message box closes and

the unsaved data is erased.

Cancel

If you don’t want to reset, click the button. This closes the message box
and stops the reset action. Your unsaved data will remain on the page.
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FIELDS IN THE SUB-INDICATOR PAGES

There are five different types of fields found in the data elements of the MASS sub-
indicator pages:

e standard numeric,

» dollar figure,

e date,

* Yes or No response, and
e automatic calculation.

By following the instructions below, you should be able to correctly enter data for each
of the field types.

Standard Numeric

The majority of the data element fields in the sub-indicator pages require only a simple
number between zero (0) and 9,999,999.99, although there are data elements where
zero is an invalid response and will produce an error message.

To enter a number into a standard numeric field:

1. Inthe data element “Amount” column, click the cursor arrow in the field of
the data element you wish to respond to.

2. Type in the number.

NOTE:

AMOUNT

AMOUNT

a0

You must enter a decimal point, should there be one. However, commas
denoting thousands and millions will be automatically inserted by the
system when you save your data, if you haven't already entered them.

Below are some examples of standard numeric data element fields v.

V17800 ﬁ}uerage number of calendar days units were in down Il =0
time.

W10500 Total number of non-emergency work orders. IZ;SED

$10800 The tuta_l nurr_lhe_r of applicants denied who met the IF'"

One-Strike criteria.

The number of non HUD funded economic

E10100 self sufficiency programs that the PHA requests to he ||:|
assessed.

April 12, 2000
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Dollar Figure

Fifteen of the data element fields in Sub-Indicator 2 (Capital Fund) require dollar figures.
All fields requiring dollar figures have a dollar sign ($) to the immediate left of the field.

To enter a figure into a dollar figure field:

1. Inthe data element “Amount” column, click the cursor arrow in the field of
the data element you wish to respond to, as in the example below v.

Total funds authorized over 3 FFY's old that does not

CF10050 have a pre-audit end date or that received a pre-audit | § il
end date during the fiscal year being assessed.

2. Type in the figure.

Total funds authorized over 3 FFYs old that does not
CF10050 have a pre-audit end date or that received a pre-audit ' § Il".-‘SEI".-‘SSE.SI
end date during the fiscal year heing assessed.

NOTE: You must enter a decimal point, if entering cents, in order for the figure to
be saved accurately. However, commas denoting thousands and millions
will be automatically inserted by the system when you save your data, if
you haven't already entered them.

Date

There are nine data element fields in the MASS sub-indicator pages that require date
responses. They are located in Sub-Indicator 2 (Capital Fund) and Sub-Indicator 5
(Security). Fields requiring a date response will always have the word “date” in the data

element description.
To enter a date into a date field:

1. Inthe data element “Amount” column, click the cursor arrow in the field of
the data element you wish to respond to, as in the example below v.

The date that the Board adopted current policies to ||

track crime and crime-related problems. )

510000

2. Type in the date. You must use the two-digit month, two-digit day, and four-
digit year, each separated by a forward slash mark (/) as below v.

Date to enter: June 15, 1998

The date that the Board adopted current policies to |DEK 15/ 1995

510000 . .
track crime and crime-related prohlems. )

NOTE: Dates not entered in the specified method will be rejected by the
system.
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Yes/No Response

There are three data element fields in the MASS sub-indicator pages that require a Yes
or No response. They are located in Sub-Indicator 2 (Capital Fund) and Sub-Indicator 5
(Security), and have the words “Y/N?” or “Enter Yes or No” in the data element
description. These fields are smaller than the other data element fields, and contain a
pull-down menu with the responses “yes” and “no” already prepared. The default
response is “yes.”

To respond Yes, simply leave the field in the default position, as below V.

PHA can document that current screening procedures
510700 result in successfully denying admission to applicants iyes vI
who meet the One-Strike criteria (enter Yes or No).

To respond No:

1. Click on the down arrow to open the pull-down menu.

PHA can document that current screening procedures
510700 result in successfully denying admission to applicants
who meet the One-Strike criteria {enter Yes or No).

The total number of applicants denied who met the

sAnsnn

2. Place the cursor arrow over “no” to highlight it.

PHA can document that current screening procedures
510700 result in successfully denying admission to applicants ;yes vI
who meet the One-Strike criteria {enter Yes or No).

<1nann The total number of applicants denied who met the

3. Click on “no” to select it.

PHA can document that current screening procedures
510700 result in successfully denying admission to applicants ;m 'I
who meet the One-Strike criteria (enter Yes or Noj.

Automatic Calculations

There are eleven data elements in the MASS sub-indicator pages that are automatically
calculated and entered by the system, rather than by the user. These fields are
generally found in the data element(s) near or at the bottom of each sub-indicator
component. The calculations are based on data entered by the user in the preceding
fields of the component. They are often, though not always, expressed as percentage
figures, as in the example below v.

Percentage of goals that the PHA can document it met
E10400 under the implementation planis) for any and all of |1|:||:| e
these programs.

See Appendix C (p. 36) for a table of data element fields in MASS that are automatically
calculated.
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OTHER MASS PAGES

Besides the six sub-indicators, there are three other pages that comprise a MASS
submission:

» Adjustment for Physical Condition and/or Neighborhood Environment,
« Comment, and
e Submit.

The only page you are required to complete, apart from the sub-indicator pages, is the
Submit page. The pages for Adjustment and Comment are optional, but may provide
valuable information to HUD/REAC's understanding of your submission data.

ADJUSTMENT PAGE

The Adjustment for Physical Condition and/or Neighborhood Environment page offers
the PHA an opportunity to add points to their PHAS Physical Condition score by self-
certifying to the physical condition of a building exterior, common area, and/or site of a
project, and reflect the differences in the difficulty of managing individual projects. Data
is not required on this page to make a valid MASS submission. Users may choose to
leave it blank without penalty.

Management Assessment for Public Housing Agencies

N0

Adjustment For Physical Condition and/or Neighborhood Environment

Please enter project number and click "Add" to add a project. Indicate which area the adjustment for
physical condition and for neighborhood ervironment applies for a project. Click "Sawe" before adding
another project.

Project Mumber: | Add

Project Mumber Project Name Site Cormon Ares Eldg Exterior

Save |

Inbox | Unit Turnaround | Sapital Fund | ¥Work Orders | Annual Inspection | Security | Econ. Self-Suff |
Adjustrment | Comment | Submit
Comments o QuUestions? Please go to Techhical Assistance Center

NOTE: While the PHA will certify to the PHAS Management Operations Indicator
(Indicator #3) through MASS, the certification that the PHA makes to the
adjustment for physical condition and/or neighborhood environment is
actually done under PHAS Indicator #1, “Physical Condition.”
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Adding Projects for Adjustment

To add a project for adjustment:

1.

2.

3.

Click the cursor arrow in the “Project Number” field.

Praject Mumber: | Add

Enter the HUD-assigned number for the individual project to be added. The
Project Number is also known as the Project ID.

Praject Number: [NC18F005001] A

Add

Click the button. The following message will display v.

www? hud.gov - [JavaScript Application]

Pleaze zave pour zelection before adding anather project nurber.
[f you have already done 2o, click the OF. button to continue.
Othermize click the Cancel buttan to return,

; Cancel |

You will see this “Save” warning message each time you click on the “Add”
button, even if you have not yet added a project number.

* If you don’t need to save, click on the | button. This closes
the message and continues the “Add” Project Number process.

Cancel

button to close the

» If you do need to save, click on the
Save

message box. Then click on the button. Then repeat Step 3.

MASS automatically validates the project number against records that are
stored in the system database.

If MASS finds the number to be valid, the project number and name will
appear in a table under the column headers below the field where you
added the Project Number, along with three checkboxes v.

Froject Nurmber Froject Mamea Site Carmmon Ares Eldg Exterior
NC19P005001  TRENT COURT r r r

Save |

April 12, 2000
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If MASS finds the number to be invalid, the following error message
displays v.

Error

Please use

Project 1D is not valid.

your Browser Back button to return to the previous screen.

ERROR MESSAGE

Technical Assistance Center

April 12, 2000

If you get this error message...

-

Back

* Click on the browser’'s button to return to the Adjustment page.

* Repeat Steps 1-3, making sure you enter the project number correctly.
If the system continues to return an “invalid number” error message and
the number is known by the PHA to be valid, contact your local
HUB/Program Center immediately to resolve the problem.

Click the cursor arrow in the checkbox for each applicable adjustment area
(Site, Common Area, and/or Bldg. Exterior) for that project, as in the
example below v.

Site Comrmon Ares Eldg Exterior

W r r

One, two, or all three boxes may be checked. To “de-select” a checkbox,
that is, to remove the check mark, click on the box again.

NOTE: For a complete listing of items which qualify under each of the
three adjustment areas, refer to the PHAS Regulation at 24 CFR
Part 902.

Save

When the area(s) has been selected, click on the button. Another
project may now be added by repeating Steps 1-5. Projects may only be
added one at a time, after the previous project entered has been saved.

NOTE: MASS will not save a project unless at least one of the
checkboxes has been selected.
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To remove an area for adjustment after it has been saved:

1. Click on the checkbox or boxes you wish to remove. This de-selects the box
(the check mark no longer appears).

2. Click on the [_=2"8 | putton.

To remove an entire project from the adjustment page after it has been saved:

1. Click on all the checkboxes for the project to de-select them.

2. Click on the L= | putton. This will remove the entire row representing that
project from the Adjustment page table.

COMMENT PAGE

The Comment page gives the PHA an opportunity to transmit statements to REAC that
may be pertinent to its MASS submission. These could include explanations of data
entered in the sub-indicator or adjustment pages, opinions about how MASS works, or
the reason why your submission might be late. Comments can also be made on the
usefulness of this quick reference guide, the certification instruction guidebook, or any
other instructional or training material relating to MASS.

To utilize the Comment page, click the cursor arrow in the large text box and enter
your comments as illustrated below. Text can also be copied from another document
and pasted into the comment text box.

Management Assessment for Public Housing Agencies

Unit Turnamund Capital Fund Wiark Orders
Annuzl Inspection Security Econ. Self-Suff. Adjustment

Comme r'|T S

Please enter any comments that ywou feel are pertinent to this submission. Your comments are for adwvisory purpeses only and may not
affect the outcome of ywour MASS score.

Enter comments in this text hu:ux.l ;I

Save | Reset |
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When all of your comments are entered, click on the button.

To remove any unsaved comments, click on the button.

To remove any saved comments:
1. Using your mouse, highlight the comments you wish to remove.

2. Press the Delete or Backspace key.

3. Click on the button. If you do not save, the deleted comments will
return when you move to another page or exit the system.

NOTE: Comments entered on the Comment page are for advisory purposes
only, and may not affect the outcome of a PHA's MASS score. As a
result, the Comment page is not a required part of the MASS submission.
There is no penalty for leaving this page blank.

SUBMIT PAGE
The Submit page has two functions:

» validating the submission, and
e sending the submission to HUD/REAC.

Below is how the Submit page appears before the submission is validated v.

Management Assessment for Public Housing Agencies

Annal lns

Econ. Self*Suff Adjustment

Validate and Submit Data

Walidate Submission |

Inbox | Uit Tusnaround | Capital Fund | Wotk Orders | Antwal Inspection | Security | Econ, Self-3uff| A djustment |
Comment | Submit
Comments or Juesfions P Flease go to Techmical Assisfance Cenfer
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Validating a Submission

A submission must undergo a validation process before the system will allow it to be
sent to HUD/REAC. In fact, until validation is successfully completed, the button that
enables the submission to be sent will not appear at the bottom of the Submit page.

NOTE: Only a user registered as a PHA Executive Director can make a
MASS submission. Consequently, the Submit button will only appear on
the submit page for a user with that role.

To begin the validation process:

1. Click on the Vel SUbtiise button.

MASS then automatically checks the data entries in the sub-indicator pages
against the built-in business rules that govern each data element. If any
data element field conflicts with a business rule, then the data field is in
error, and must be corrected.

If no errors are found, the screen will flash briefly, and the Submit page will
re-display with a message (See Step 5) confirming that the submission has
been successfully validated. Go to Step 6.

If errors are found, the screen will flash briefly and an error message page
will appear, listing the data element or elements that are in error and what
must be done to correct the error (See example below v).

Management Assessment for Public Housing Agencies

Flease use your Browser Back button to return to the previous screen.

ERROR MESSAGES

If the answer to Do you have any open Capital Fund programs? (CF10000) is "yes" then all fields under
sub-indicator 2: Capital Funds are mandatary.

If the PHA has a capital fund program, then CF10300 is mandatory.

The date of the last HUDSArmy Corps of Engineers on-site inspection andfor audit related to contract
administration including A133 Audit (CF11700), must be later than 010141235 and less than (the PHA
FYE minus 75 days).

The date of the last HUD/Army Corps of Engineers on-site inspection andfor audit related to quality of
the physical work including A133 Audit (CF12200), must be later than 01/01/1985 and less than (the
PHA FYE minus 75 days).
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NOTE: Itis recommended that you print out the error page before
returning to the sub-indicators to make corrections.

2. Click on the browser L.B&%k_| putton to return to the previous screen, or click
on the tab or link for the page where the first error is located.

3. Correct each data element field identified on the error list.

4. When you believe that all of the errors have been corrected and saved,
return to the Submit page.

5. Click on the Validate Submission button and repeat the validation process.
If there are still errors, repeat steps 2 through 5.
If no further errors are found, the screen will flash briefly, and the Submit

page will re-display with a message at the top of the page confirming that
the submission has been successfully validated (See below v.)

Validate and Submit Data

The assessment has been successfully validated. The Executive Directar may now submit the
assessment.

6. Have the PHA Executive Director certify and send the MASS submission to
HUD/REAC, following the instructions below.

Sending a Submission

When all the management data has been entered and validated, the last action required
of the PHA is to send—or submit—the completed MASS submission to HUD/REAC.
This action most be done by the PHA’s Executive Director. In fact, the system restricts
the sending of a MASS submission to users who have been assigned the PHA
Executive Director role.

Submissions are sent from the Submit page, the same page from which you validated
the submission. Notice these changes to the page since your submission was
successfully validated:

» the “Validate Submission” button is gone from the top of the page;

» the “Executive Director’s Certification Statement” now appears in the middle
of the page, containing several empty fields; and

» just underneath the certification statement, there is a “Submit” button.
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Management Assessment for Public Housing Agencies

Validate and Submit Data

The assessment has been successfully validated. The Executive Director may now submit the
assessment.

Executive Director's Certification Statement

By submitting electronically, | attest that, as of the submission date, the above indicators, under the
Fublic Housing Assessment System, are true and accurate for the fiscal year indicated. | further attest
that, to my present knowledge, there is no evidence to indicate seriously deficient performance that
casts doubt on the PHA's capacity to present and protect its public housing developments and operate
them in accordance with Federal law and regulations. Appropriate sanctions for intentional false
certification will be imposed, including suspension or debasement of the signatories.

| further attest that Board Resolution number | approving this cerification was passed on

I IranadAnar)
Subimit |

Inbox | Ut Turnaround | Capital Fund | Werle Orders | Anmal Inspection | Secunty | Econ.
celf-Suft | Adpstment | Comment | Subamt

Comunents or Questions? Flease go to Tachnical Assistance Centar

To send a submission to HUD/REAC:

1. The Executive Director of the PHA must first complete the certification
statement.

* Inthe first field, enter the number for the Board Resolution approving
the management certification. Use the data entry procedure for a
Standard Numeric field (See p. 18)

* In the second field, enter the date that that Board Resolution was
passed. Follow the MM/DD/YYYY date format (See p. 19).

Submit

2. When those fields have been entered, click on the button.

The screen will flash, and the Submit page will re-display with a message
confirming that the submission has been sent (See next page).
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Management Assessment for Public Housing Agencies

Capital Fund Mok Urders
Security Econ Self-Suff. Adjustment

el lns

Comment Submit

Validate and Submit Data

Your agsessment has been submitted to FEAC.

Inbox | Tt Turnarcund | Capital Fund | Worke Orders | Arral Inspection | Secunty | Econ
self-Suft| Adustnent | Comment | Subnit
Compnents or Cusstions? Fleass go fo Techuical Assistance Cenier

As second verification that your submission has been sent to HUD/REAC, go to the
PHA Inbox page and look in the status column of the row in the table that contains the
link to your submission. The status should be “review” (See example below v ). If the
status is still “draft” or “validated draft,” the submission has not been sent.

PHA Inbox

Mew Subrmission Bottom of page

PHA Code PHA Narmme PHA FYE Status Subrnission type

YOS Mew York City Housing Authority 3731/2000 FEi ey submission

Top of page

Technical Assistance Center
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APPENDIX A: BROWSER BASICS

MASS is accessible to PHA users via the Internet. This appendix provides basic
instruction on the aspects and functions of an Internet browser.

A browser allows you to access Web sites, which are composed of one or more web
pages that display individually in the browser window, as in the example below. More
than one browser window may be open at a time. A web page is a document or
application with a unique address or location on the Web (URL). Web pages usually
include links to other pages.

Browser Window Features

Below is an example of a typical browser window, with its various parts identified v.

title bar
# Real Estate Assessment Center - Netscape <—C0ntr0| ICOﬂS
File Edit “iew Go Communicator Help (‘\ menu bar
= = - 2 i \
< 5 A @4 a s & 0« =,
Back Fonward  Reload Home: Search  Metzcape  Print Security it tool bar
M w‘ 7 Bookmarks J‘ Metsite: Ihttp:.-".-"www.hud.gov.-"reac.-" \ j @v ‘wihat's Related
HUD HOME ABOUT HUD Q&A !M URL (location
——identifier)
real estate
= w assessment center "~ scroll bar
N . WHAT'S NEW P :
- gﬁ customers € link

MF FINANCIAL SUBMISSION DEADLINE EXTENDED
HUD systern access problems acknowledged, no penalty
for late submission. Learn rore.

ONE STOP LOGIN FOR ANY SYSTEM

products If you were accustomed to going to a product page to login
to secure systems, now you can login from any page on
our Web by selecting online systems from the Topics
menu on the left.
tools NEED CUSTOMER SERVICE? 1 status |ndlcat0r
| Document; Done <« E R

Title Bar

The title bar is the bar that appears at the very top of the window, and displays the title
of the web page that is currently displayed in the window v.

i Real Estate Aszessment Center - Nelscape

If more than one window is open in the browser, the title bar of the active window is
bold, while the title bar(s) of the other open window(s) appear faded.

Control Icons

In the right corner of the title bar there are three control icons .
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With a mouse click, the minimize [=] icon reduces or minimizes the window
to the bottom of the page. To enlarge the window back to full size, click on
the appropriately title box at the bottom of the page.

The minimize/maximize icon reduces the window to a smaller size,
allowing you to view other open windows or the desktop. To enlarge the
window back to full size, click on again.

To last control icon is the close %] icon. Clicking on this icon closes the
browser application (and the document or application open within the
browser) and returns you to the desktop.

Menu Bar

The menu bar provides drop-down menus for browser functions. By placing the cursor
over a menu item and clicking on it with a left mouse button, the drop-down menu
appears. Highlight the appropriate menu function with the cursor to make a selection.

[Z=8 Edit “fiew Go Communicator Help
Flew 3
Open Page... Chil+0

Save faz. .. Chil+5
Save Erame LE...

Send Page...

Edit Page

Edit Erame

ploadikEle..

Oftline k

Page Setup...
Print Prexiew

CEm

Cloze Chrl+f
Exit

Chrl+

Available menu functions are text items in bold. Menu functions that are not available
appear faded and cannot be activated.

Tool Bar

The tool bar consists of buttons representing browser functions.

Y w 3 9 - g4 5 & |

Back Forward  Reload Home Search Metzcape Frint Security S.h:up

Available functions are buttons with bold text and graphics. A tool bar button appears
faded if the function is not available.

April 12, 2000
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Location Identifier

The unique address or location of the Web document or application is called the
Uniform Resource Locator (URL). The URL is used to find a particular Web page
among all the computers on the Internet, such as the address for the REAC Web site:
www.hud.gov/reac.

To enter a URL:

1. With your cursor, highlight the address in the Location or Netsite field.
zl

2. Type in the desired URL (in this case, www.hud.gov/reac).

WIS (Wt A home. netecape. com

Go to; Iwww.hud. govvdread j

3. Press the “Enter” key. The browser automatically adds the http:// to the
address and connects to the Web page at that address.

Metzite: Ihttp: Fvavaa hud. govdreac j

NOTE: The field is labeled “Location” for an Internet site. It is labeled
“Netsite” for an intranet (internal/within the organization) site.

Links

A link provides a method to move quickly from the current page to another Web page.
Links are typically underlined, although they do not have to be. Click on a particular link,
and it moves you to that particular page. Once the link is accessed, it typically changes
color to indicate that you have accessed it once before.

Some examples of links:

HUD HOME ABOUT HUD Q&A EEARC%INDEX E-MaAIL
products
Scroll Bars

Scroll bars appear whenever there is more information to display on the screen or in the
dialog box or list box than can be seen within the window. There are horizontal and
vertical scroll bars. Clicking on an arrow on a horizontal scroll bar causes the display to
move left or right, while clicking on an arrow on a vertical scroll bar causes the display to
move up or down. This way, all the additional information on a page can be seen.
Below is an example of a horizontal scroll bar v.

[ I T
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Status

The Netscape browser—which is used in these examples—indicates the status of the
action being performed.

If the browser is performing an action (for example, searching a database for
information):

» the Netscape logo in the upper right corner of the window . appears to

have comets flying across it.
B

 the Stop sign on the tool bar L2t2e | is bold and red, and

» the status indicator bar at the bottom of the window (near the lock icon !E)
describes the status (See example below v).

E|=‘ID=| ¥ |Connect Host contacted. “Waiting for reply.. = L B A2 Eal A ||

When the browser has completed an action:

» the logo returns to its static state il

3

« the Stop tool appears faded =22 | and

» the status indicator bar reads “Document: Done,” as in the example below v.
W|=4D=| |Document: Done = T TR e B oy B ||

NOTE: The lock icon indicates whether the Web page is secure or not.
Some Web pages can be secured or blocked from other Internet
users if the page contains sensitive information, such as financial or
housing information. If the lock is closed, the page is secure. If the
lock is open, it is not a secure Web page.

Bookmarking a Web Page

The Bookmarks function is a browser tool that provides the user with quick access to a
Web page. Once a Web page’s title and location is marked as a bookmark in the
browser, the user does not have to remember and type in the URL or go through a
series of links to access that page.

To bookmark the currently displayed Web page (for example):

M etsite: Ihttp:.-"s'www.hud. o dreac jJ

1. Click on Bookmarks to the left of the Location field for the drop-down options
(See example on next page).
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2.

W‘ " Baokmarks

Add Baokrmark:,
File Baokmarl:
Edit Bookmarks...

Ll" Personal Toolbar Folder

4 Locator Default Page

4 Facific Edge - Project Office Expreszs

4 Houzing T elevision Metwork, Ine, [HTWH]

Click on the Add Bookmark option to mark the page.

ile Biookmark
Edit Bookmarks...

s N
F

k

|’_‘|r Personal Toolbar Folder

4& Locator: Default Page

4 Pacific Edae - Project Office Express

l Houzing Televizion Metworl:, Ine. [HTWM]

3. The Web page location is added.

| iv BnaEmarksI

Add Bookmark:,
File Baokmark.
Edit Bookmarks...

|"_|‘r Personal Toolbar Folder

‘g Locatar: Default Page

£ Pacific Edge - Project Office Express

4 Houzing Televizion Metwark, [z, [HTWM]
4 Real Estate Azzezzment Center

All bookmarks appear in list form under the Bookmarks option. Clicking on a bookmark
in that list takes you directly to that page.
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APPENDIX B: TABLE OF MASS SUB-INDICATORS

Below is a table listing the MASS Sub-Indicators, their components, the number of data
elements each contain and their score values:

Sub-Indicator Number and Component Number and Total Data | Score
Name Name Elements | Value
1 - Vacant Unit Turnaround 8 4.0
Time
2 - Capital Fund 1 - Unexpended Funds Over 7 1.0
Three Federal Fiscal Years
(FFYs) Old
2 - Timeliness of Fund 5 15
Obligation
3 - Adequacy of Contract 4 1.0
Administration
4 - Quality of Physical Work 4 2.0
5 - Budget Controls 4 0.5
3 - Work Orders 1 - Emergency Work Orders 3 2.0
2 - Non-Emergency Work 4 2.0
Orders
4 - Annual Inspection of 1 - Annual Inspection of 9 2.0
Dwelling Units and Systems Dwelling Units
2 - Annual Inspection of 9 2.0
Systems Including Common
Areas and Non-Dwelling Space
5 - Security 1 - Tracking and Reporting 5 1.0
Crime-Related Problems
2 - Screening of Applicants 4 1.0
3 - Lease Enforcement 4 1.0
4 - Drug Prevention, Crime 5 1.0
Reduction and/or Economic
Sufficiency Program Goals
6 - Economic Self Sufficiency 5 1.0
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APPENDIX C: TABLE OF AUTOMATICALLY CALCULATED

DATA ELEMENT FIELDS

Below is a table of the data element fields in MASS that are automatically calculated.

Sub-Indicator

Data Element

Description

1 V13100 Average Unit Turnaround Days

2 CF10500 Adjusted total expended funds

2 CF11500 Adjusted total unobligated funds

3 W10200 Percentage of emergency work orders
completed/abated within 24 hours

R10400 Percentage of rents uncollected

4 W10700 Average number of days PHA has reduced the time it
takes to complete non-emergency work orders over
the past three years

4 W10800 Average completion days

5 A10700 Adjusted units available

5 A10800 Percent of units inspected by PHA

5 A10900 Percent meeting Uniform Physical Condition
Standards

5 A11800 Percentage of contiguous sites (adjoining with no
natural boundaries) inspected

5 A11900 Percentage of buildings inspected

6 S11700 Percentage of goals that the PHA can document it met

under implementation plan(s) for any and all of these
programs
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APPENDIX D: REGISTERING FOR A USER ID

Because the Management Assessment Subsystem (MASS) is a secure, Web-based
system that contains sensitive financial and housing information, security registration for
a HUD user ID is required.

An Internet user can access MASS only after registering for a user ID, being assigned
system rights, and receiving a user ID. Further restrictions apply regarding system
access for PHAs. A user must be assigned to a PHA before the system will allow data
entry and submission.

There are two types of Internet users: Coordinators and Users. The Coordinator serves
as the PHA's representative to perform system administration functions, such as
controlling system access. The User reviews and submits data to HUD.

The Coordinator controls which Users have access to prepare, review, or submit data on
behalf of the PHA. A Coordinator is also responsible for forwarding all information to the
PHA'’s Executive Director that is received electronically from HUD.

A User also registers to do business on behalf of the PHA. The User, however, has no
control of system access. A User depends on the Coordinator for the necessary access
to prepare, review, or submit data.

NOTE: In this guide, the term “user” is a generic term for individuals following
the instructions for using MASS.

COORDINATOR AND USER REGISTRATION

All Coordinators and Users must submit a completed registration application to HUD to
obtain a user ID for Internet access to any of HUD’s secure systems (e.g., MASS).
Required registration information includes name and social security number, the PHA’s
name and HUD-issued PHA Code, email address, desired password, and mother’s
maiden name. The registration form is available on line from the Real Estate
Assessment Center (REAC) Web site.

Coordinator

Each PHA must designate a Coordinator, typically an employee, to act as their
representative in providing Users with access to HUD’s secure systems. The
Coordinator is then responsible for retrieving a User’s ID, establishing the User’s role in
the system, and assigning the User to the PHA for submission purposes.

NOTE: There can be no more than two Coordinators per PHA. Itis
recommended that each Executive Director designate two
Coordinators to ensure backup for system administration needs.

A Coordinator can also serve as a User for the PHA. Therefore, if an individual will
represent the Executive Director in controlling system access through system
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administration (Coordinator) as well as entering and/or submitting data to HUD (User),
the individual should register as a Coordinator.

User
A MASS User can be an employee of the PHA or a third party, such as a management
agent, authorized by the PHA to submit data on their behalf.

If registered as a User, you cannot perform system administration tasks in the system.
Only the Coordinator can perform these system access control functions.

Real Estate Assessment Center Web Site

To register for a HUD user ID and to access MASS, Coordinators and Users must go to
the REAC Web site. In addition to links for secure system access (such as to MASS),
this site presents links to the latest online documentation for using MASS, links to HUD
pages, and other pertinent information.

To register for a HUD user ID:

1. From your desktop, double-click on the Internet browser icon. The Internet main
page displays (The Yahoo!® main page is shown below as an example v).

# Yahoo! - Netscape

File Edt “iew Go Communicator Help

- & . a2 N L, . 4 0

Back Fonmard  Reload Hame Search  Metzcape Frint Security Gt

,q!v B ookmarks ._& Location:Ihttp:.-’.-’www._l,lahuu.cumf'

rhat's Hew Check Email Personalize Help

Yahoo! Auctions All of Yahoo! at a click! Yahoo! Mail
Saflor Moon, cars, 'N Syne Get Yahoo! Companion Now! free email for kfe

| =earch | advanced search

Shopping - Auctions - Vellow Pages - People Seatch - Maps - Travel - Clazsifieds - Personals - Gattes - Chat - Cluh
Mlail - Calendar - Messenger - Companion - My Vahoo! - Mews - Sporte - Weather - TV - Btock Ouotes - more..

Yahoo! Shopping- Thousands of stores. Millions of products. In the News
Departments Stores Products T;E h?li:j?lsdre flights
- Apparel - Flowers -Eddie Bauer M Syne M
-BathBeauty - Spotts - & shford -Digital cameras - China says embassy
- Comtpaters - Mlusic Toys R s - Poketmon bombing no mistake
- Electronics Wideo/DVD - Mordatrom - MP3 playets - Bules of Engagement' tops
" i Brockovich!
Arts & Humanities News & Media e _|;|
1] v
=i (== | Document; Done Sl % AR @ L

2. Click the cursor in the Location field under the toolbar and enter the URL
address for the REAC Web site: www.hud.gov/reac.
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4 & A 4 2 @M 3 & B H

Back Fanyard  FReload Home Search  Metzcape Prirt Security Stop

T W‘ " Bookmarks J; Go tD:Ihttp:f’a"www.hud.gwx’reac j @' What's Related

3. Press the “Enter” key. The home page of the REAC Web site displays. Use the
scroll bar to view the entire page v.

HUD HOME ABOUT HUD QEA SEARCH/INDEX E-MAIL

real estate
= assessment center

WHAT'S NEW

customers
MF FINANCIAL SUBMISSION DEADLINE EXTENDED
HUD system access problems acknowledged, no penalty
for late subrnission. Learn more.

ONE STOP LOGIN FOR ANY SYSTEM

products If you were accustomed to gaing to a product page to login
to secure systems, now you can lagin fram any page an
our Weh by selecting online systems from the Topics
menu on the left.

tools NEED CUSTOMER SERVICE?
REALC has renamed its Customer Service Center, the
Technical Assistance Center (TAC). In addition to
responding to calls, letters and email, the TAC will provide
ongoing guidance on the Technical Support Page which is
located by selecting tools from the Topics menu on the

online systems left.
contact us HIGHLIGHTS

WEB CONVERSION COMPLETE
Learn more abaut our new Web format by selecting Web
Features.

about reac

THE MANAGEMENT ASSESSMENT SUBSYSTEM
(MASS) RELEASE 3.0

The Management Assessment Subsystem (MASS)
Release 3.0 will be available online April 17, 2000. This
release will permit Public Housing Agencies beginning with
the Fiscal Year end date of March 31, 2000, to submit
their management cerifications.

NOTE: All PHAS with Fiscal Year end date of March 31,
2000 — DO NOT enter cerifications priar to the 3.0
release on April 17.

April 12, 2000 39



QUICK REFERENCE GUIDE
MANAGEMENT ASSESSMENT SUBSYSTEM (MASS) APPENDIX D

NOTE: The contents of the home page is updated on a regular basis,
therefore its appearance will vary.

4. Click on the online systems link. The online systems page displays V.

ot HUD HOME ABOUT HUD Q&A SEARCH / INDEX E-MAIL
)
o )
g online systems
If you already have a User ID, click on
TOPICS the "Log In" button to proceed directly
to Secure Connection. Note that upon OGN |
customers log in, the "User Name" field actually
products requires your user ID.
tools
online systems
contact us .
reac home WHAT'S NEW
SYSTEM DOWN 4/7 AND 4/8.00
The following systems will be down part of this weekend in order to
implerment an integrated system release. These systems will be
unavailable starting at approximately 9pm Eastern DT on Friday
(47720007 evening until approximately noon on Saturday (4/8/2000):
APPS, ARAMS, FASS, MDDR, M2M, & REMS.

5. Scroll down the page and read the Registration Instructions.

6. At the very bottom of the page, under the heading “Select a Registration
Form,” click on the link for Public Housing Agency. The PHA User
Registration form displays (See next page).
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PHA User Registration

To apply for a User ID, fill out the form below, and click Send Application when you are through. Upon
Authorty. The password will not be disclosed, so make sure vou remember it

And rethethbet:

on Federal Computers.

werification of the information below, an ID will be assigned and mailed to the Executrve Director of wour Housing

Warning! Misuse of Federal mformation af this Web sife falls under the provisions of Tifle 15, Unifed Stafes Cods, section
O30 This law specifies penaifies for exceeding authorized access, aligraiion, damage or destruciion of mformation residing

R—

First Name: |
Middle Dnitial: [
Last Name: I

Social Security Number: I_ - I_ - I

Organization Information
& Provide the name of the Public Housing Awthority you represent
* Provide the Humber of the Public Housing Authotity you represent

Organization Name: I
Organization ID: I
Provide your e-mail address.

* Include your e-mail user name, the (@ sign and [servicename comfedw/orgmetfetc]. For example:
jsmithi@aol.com, johndoe gladv.org, hidh84aiprodigy.com.

E-mail I
Address:

Choose a Passwond.

wou enter in upper and lower case.

Passwond: I

Re-enter Password for Verification: I

Mother's Maiden Name.

® Please provide this information for future verification when processing password reset requests.

Mother's Maiden Name: |

Send Application | Clear Fields

* Vouwill enter your password each tithe you use this service. Vour password should be é characters in
length and should be comprised of letters and mambers (for example, brad23). Do not use punctuation or
special characters. Important: Your password will be recorded EXACTLY as wou type it, so make a note if
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7.

HUD requires users to provide their full names and complete the entire

registration application form. Use the “Tab” key to move forward from field
to field. The chart below provides instruction on each field v.

FIELD NAME

EXPLANATION

Application Click on either the Coordinator or User radio button.
Type
First Name Tab and enter your first name.
Middle Initial Tab and enter your middle initial. Do not type a period after the initial.
Last Name Tab and enter your last name.

Social Security
Number

Enter your social security number. Enter the first three digits, tab, enter
the next two digits, and tab to enter the last four digits.

Organization
Name

Tab and enter the name of the PHA.

Organization ID

Tab and enter the PHA code designated by HUD.

Email Address

Tab and enter your email address. Because this is a Web-based system,
the complete email address must be entered for communication
purposes. If the email address is incorrect, REAC cannot contact you.

Password

Tab and enter a password of six characters, numbers and/or letters. For
Internet access to MASS, the password must be typed exactly as entered
on this registration application. Remember, you password is case-
sensitive (uppercase/lowercase). Tab once and re-enter the password to
confirm it.

Mother’s
Maiden Name

Tab and enter your mother’s maiden name. This field must be completed
for verification purposes.

7. Check to ensure that the information in each field is correct.
e To correct a single entry, double-click in the field and enter the
correct information.
« To start over, click on the Clear Fields button |__<!2arFields {4
re-enter the information.
8. Click on the Send Application button L_=&NdapRlication |5 send the

registration application form to HUD/REAC. If the application is entered
correctly and completely, a confirmation page displays (See next page).
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PHA Coordinator Registration

PHA COURDINATOR REGISTEATION CUOMPIRMATICNN:

Szl Namg JOHN

Miadale fmital T

Lazt Name SMITH

Soctal Securily Number 13545 4444

Crpamizaiion Naome COLUMEUS METREO Hi
Crpantzaiton £ CrHOO0L

E-mail Addrezs Jsmithi@pha. ooy

Moiers Mirkden Mame JONES

Yo are repisterng a5 4 FHA Participant Coordinator for the PHA COLUMBUS METROPOLITAN HOUSING
AUTHORITY - QHODL

Please confim the following address for COLUMEBUS METROPOLITAN HOUSING AUTHORITY

il EAET FIFTH AVE.
COLUMBUE OH 43201

Vorar reqgaested Coordmator [0 or activabon cods nunber wall be maled t the above address assooated wath the property
mwner. FHA or other HUD grogram pasticipant you geek to represent &8 & coondmator. Vou =il need to obtan your
[Cveode musber fom the program participant's CEQ or Executive Director ot this addrese 1f you do not recopnice this a2
A cirent, Comglete o coevect address associated with the HUD prograe pesticipant you geek to repeesent, plesse cancel
thes sppleation il bave the program particgpent conbact the approgesate HUD Beld office regressntatee bo oblam 3
claribeahon of correchon of the sddrecs. IF pou do not know the HUD Beld office contset for (b program participant,
commnurecate your address concern to the REAC Customer S2rwce Center, 'na the below e-mal chek booe at

REAC CHC. Please prowde pour sane and daytwne phone sumbers

Confimn / Submit | Cancel Application |

Oty oF Quesions <AFAC CECTRR g

NOTE: If the application is missing any information, a message displays
identifying the missing information. Click on the large “back

arrow” button - to return to the registration application form
page. Correct or complete the missing information and send the

application.

9. Review all the information for accuracy, especially the application type, PHA
information, and mailing address. If the information is not accurate, click the

iZancal Application

“Cancel Application” button

NOTE: If the mailing address is not correct, you must contact your local
HUD field office to have it corrected. The mailing address must
be correct before you can register, or you will not receive
your user ID.
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11. If the information is accurate, click on the | =2MIMISUBTIE | 1y tt0n to submit
the application to HUD. A message displays acknowledging acceptance of the
registration application for further processing v.

PHA Coordinator Registration

Message: STANDARD USER REGISTRATION ACCEPTED FOR FURTHER PROCESSING

SUCCESS

First Mame: JOHN

Middle Initial: T

Last Name. SMITH

Social Security Number: 123-45-4444

Oroanization Namne: COLUMEUS METRO HA
Croanization (L OHOOo1

E-mail Address: jsmithi@pha.gov

Maothars Maiden Name: JONES

Hi& CotmectioT

[Hotne][ Prewions]

Comments or Questions <REAC CSC@hud gove

After Registration

Coordinator and User registration applications are processed nightly. The PHA
information is verified and a HUD user ID is generated.

» For Coordinators, HUD sends the PHA Executive Director a letter, confirming you
as the PHA’s Coordinator and providing your HUD user ID. The PHA Executive
Director should receive the letter from HUD within 2 weeks. You are authorized as a
Coordinator when you receive your HUD user ID from the PHA Executive Director.

» For Users, the User must notify you, the Coordinator, that they have registered for a
HUD user ID. Twenty-four hours after the User’s registration, you can retrieve the
User’s ID and assign necessary system access role(s) and PHA(s) to the User. A
User is authorized when they receive their HUD user ID from the Coordinator.
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APPENDIX E: SYSTEM ADMINISTRATION

NOTE: The instructions in this appendix are meant for Coordinators ONLY.

As the Coordinator you perform system administration functions to provide a User with
system access to HUD’s secure systems and to assign the User rights to their PHA's
data. First, you must establish yourself as a Coordinator in the system. Once
established as a Coordinator in the system, you can then retrieve user IDs for registered
Users of the PHA(S) you represent. You can assign rights to Users to submit data for
your PHA(s).

SECURE SYSTEMS

gl Seenre-Systems =<

U [rept. of Homsing

ind Urban Deselopment Systems

¢ Tenant Fental &ssistance Certification System (TEACS)
Financial Assessment Subsystem (FASS)

Eeal Estate Management System (REMS)

Portfolio Re-engineering (PEe)

Mark-to-Warlet (T2

Active Partners Performance System (APES)

Financial Assessment Submission - PHA (FASPHA)

Public Housing Assessment System: Scores and Status (FTASE)

System Administration - Guide

* Swstemn Mantenance

s TTzer ID Maintenance

» FEusiness Partners Maintenance
o PHA Assionment Mamntenance
* Password Change

The Secure Systems main page (above A) contains two sections: Systems and
System Administration. The Systems section provides underlined links to HUD’s secure
systems. The list of underlined system links varies based on your access rights. The
Systems Administration section allows you to control system access and update User
information (e.g., email address).

NOTE: In this guide, “user” is a generic term including both Users and
Coordinators.
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ESTABLISHING A COORDINATOR

The first step in establishing yourself as a Coordinator begins when you receive your
HUD user ID from the PHA Executive Director. You can use your HUD user ID and the
password submitted in your registration application to log in and set up system rights.

User ID Maintenance

After you log in and reach the Secure Systems page, you should perform system
administration functions in the following order for the system to recognize you as a
Coordinator for MASS.

To establish yourself as a Coordinator in the system:
1. Onthe Secure Systems main page, under the System Administration

section, click on the User ID Maintenance link. The User ID Maintenance
page displays v.

System Administration

H*

Ay
I " User ID Maintenance

U5, rept. of Honsing
and Urban Developmenit

. . User ID |MB80018
Secure Systems ) - _
Menu  Maintain User Information

& Maintain User Profile
¢ Retrieve User IDs

Submit |

2. Enter your user ID in the User ID field. Remember to capitalize the letter in your
ID.

3. Click on the Maintain User Profile radio button.

4. Click on the “Submit” button . The Maintain User Profile page displays.
NOTE: This Profile page pertains to Coordinators only.
5. Click in the checkbox to the left of MASS to indicate the system desired.

6. Click in the Add checkbox to the left of Action(s) to provide yourself the
Coordinator action in the system.

7. Click on “Coordinator” from the list to highlight it. Use the scroll bar, if
necessary.
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8. Click on the “Submit” button . An Update Results page displays,
confirming the information has been updated.

Update Results

All updates have been successfully completed.

[Eewvew User MEO0D1E]

[Becure Systems Wlema] [Taer Ilantenance]

NOTE: To remove the Coordinator action for a system(s), click on the Review
User link. The Maintain User Profile page displays again.
“Coordinator” is now also listed in the Remove column, indicating that
the Coordinator is established for MASS. To delete the Coordinator
action for MASS, click on the Remove checkbox in the last column,
highlight “Coordinator,” and click on the Submit button. The Update
Results page displays again, confirming removal of the Coordinator
action for MASS.

9. Click on the Secure Systems Menu link. The Secure Systems page displays.

US. Drept. of Housing

and Urban Development S:]—'SIEM

Finatcial A ssezsment Subsystem Submission (FASSTE)
Fhyrsical A zzessment Subsystem (FASD

Fublic Housing Aszessment Subsystem (PHAD

Active Partners Petformance Syatem (APPE)

Financial Aszsessment Submmizsion - PHA (FASPHA)
Eesident & ssesament Subsystem (RAIE

Management & ssesament Subgystem (MAST

Single Family A zzessment Subsytem (343

System Administration - cuide

User Group Maintenatice

User ID Maintenance

Patticipant & ssiztunent Maintenance
Business Fattners Maintenatice

FHA Assigriment MWaintenance
Fazzword Change
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Providing Your Users with System Access

After a User has registered with HUD and notified you (the Coordinator) of their
registration, you can retrieve the User’s ID from the system. You can also assign the
User access rights to MASS and to the PHA's data. Finally, you provide the User with
their user ID.

NOTE: Registration applications are processed nightly, so allow at least 24
hours between User registration and Coordinator retrieval of the user
ID.

Retrieve the User’s ID

As the PHA’s Coordinator, you are responsible for controlling access to the system and
the PHA's project data. You should verify a User is authorized to do business for the
PHA prior to allowing the User access to MASS and the PHA’s data. The first step in
assigning the User system rights is to retrieve the User’s ID.

To retrieve a user ID:

1. Onthe Secure Systems main page, under the System Administration
heading, click on the User ID Maintenance link. The User ID Maintenance
page displays v.

System Administration

.l

US. [rept. of Housing
amid Urbism Development US er ]I) I
T — " Maintain ser Information

Menu " Mdaintain TTzer Profile
" Betrieve User IDs

Submit |

User ID MMaintenance

!*

2. Click on the Retrieve User IDs radio button, [ Fetrieve User IDs

3. Click on the “Submit” button L 210t

displays (See next page).

. The Retrieve User IDs page
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||| III User Maintenance
* I I""l * Retrieve User IDs
m'ﬁi:—‘:'n“:‘m;lm Selection Criteria {optional)
Last Name I

Secure Svsiems
Menu First Name I

Date Fange* From I— JfI— JfI_
To [ W

*Date range applies to the date on which the user ID was created or last
updated.

subrnit |

4. Enter the User’s Last Name (example: Mathias). Press the tab key.

5. Enter the User’s First Name (example: Peter).

NOTE: If entering a date range, use the 2-digit month, 2-digit day, and 4-digit
year format. Tab from one field to the next field. The date fields can
be used, for example, if you have several Users that registered in the
same week and you want to retrieve all of their user IDs
simultaneously.

Subrnit

6. Click on the “Submit” button . The User List page for the PHA
displays, including the PHA'’s tax ID, the participant ID, and a list of all Users
for the PHA for the specified date range. Refer to the User ID column.

User List

| 1D |Last Name |First Name |User 1D |Stat
411295075 MATHIAS [PETER  [M44795| A

Coordinators are listed in bold.

[Ilain henu] [Tser Croup Maintenance] [User Maintenance] [Retrieve User [Da]
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7. Click on the underlined User Maintenance link to continue setting up a User.
The User ID Maintenance page displays. (Otherwise, click on the
underlined Main Menu link to return to the Secure Systems main page.)

Assign a Role to the User

Next, you must assign an access role to the User, allowing the User to perform the
appropriate function in the system. Each role allows a user to perform specific functions
for a subsystem such as MASS. The two MASS roles are described in the chart below
v.

MASS User Role | Description
PHA Executive This role is for the PHA Executive Director. The user can create
Director (PHD) and save draft submission data and submit final data to
HUD/REAC. ONLY the Executive Director may submit MASS
data.

PHA User (PHU) This role allows the user to create and save draft submission
data. For PHA MASS users other than Executive Directors.

To assign an access role to a User:

1. Onthe User ID Maintenance page, enter the User’s ID in the User ID field.
(If starting from the Secure Systems main page, first click on the underlined
User ID Maintenance link to access the User ID Maintenance page.)

System Administration

H*

User ID Maintenance

H

U5, [rept. of Housing US or ]I) H"']:'QTQSI

and Urban Development

Secure Systems @ Mlantain Tser Information
Menu & Maintain Taer Profile

" Eetrieve User [Ds

Subrnit |

2. Click on the Maintain User Information radio button (as in the example above a).

Subrnit

3. Click on the “Submit” button
displays (See next page).

. The Maintain User Information page
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Maintain User Information

User ID: M44795

First Name: |PETER

Middle Initial: 11

Last Name: IHATHIAS
e-Mail Address: |
Organization User Status User Type Coordinator
ID: 14508 * Active Business Partner  Yes
T 411295075 " Terminated * No
[ Assign Role(s) [T Delete Rolesis)
APPS - APPS Update N ]

FASPHA - FASS PHA Submitter
FASPHA - HUD Guest Liser
FASPHA - PHA Analyst
FASPHA - PHA Director

MASS - MASS - PHA Director
MASS - MASS - PHA User
RASS - PHA Certifier

RASS - PHA Submitter

RASS - REAC RASS Third Party Contractaors =] =l

Lpdate |

[Ilaity D enm) [Ueer Group Maintenance] [Teer Maintenance]

NOTE: The user ID is confirmed at the top of the page. The majority of the
fields presented on the page, however, come from registration
information, including name, e-mail address, and PHA organization
name and code. The default status is “Active,” which is appropriate for
a new or current user. “Terminated” inactivates the user ID, restricting
access to HUD's secure systems. For example, if a User will be on
extended leave, their user ID should be terminated until their return.

4. To assign a role, click on the checkbox next to Assign Role(s).

¥ Assign Role(s)
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5. Click on the appropriate role to select it from the list. (To select multiple

roles, hold down the Ctrl key and click on the roles).

¥ Assign Role(s)

APPS - APPS Update &
FASPHA - FASS PHA Submitter
FASPHA - HUD Guest User
FAZPHA - PHA Analyst
FASPHA - PHA Director
MASS - MASS - PHA Director
- WASS - PHA, Lser

[RASS - PHA Certifier
RASS - PHA Submitter

RASS - REAC RASS Third Party Contractors [+

6. Click on the “Update” button [_2P338 | The Update Results page displays,
confirming the role update was successful v.

Update Results

All updates have been successfully completed.

[Bewview Uszer M4 T795]

[Becure Systems Wlema) [Teer Iaintenance]

NOTE: To review the current role, click on the Review User link. The

Maintain User Information page displays again. The role now
displays in the right column under Delete Role(s) to allow you to delete
the currently assigned role if necessary. When deleting a role,
remember to first check the checkbox next to Delete Role(s) and
highlight the role before clicking on the Submit button.

7. Click on the underlined Secure Systems Menu link to return to the Secure

Systems page.

Assign the User to the PHA

In addition to a system role, the User must also be assigned to the PHA. As the
Coordinator, you can only assign Users to the PHA(S) you represent.
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To assign a PHA to a User:

1. Onthe Secure Systems main page, under the System Administration heading,
click on the PHA Assignment Maintenance link. The PHA Assignment
Maintenance page displays V.

| Il
I I PHA Assignment Maintenance

U5, Irept. D‘}ltllllln[
and Urban Development User I
Secure Sysiems

Menu &+ Assign PHA ' View or Unassign PHA

System Administration

For Assignment, provide one of the followang, or leave blank for all

PHAID [

or State | =]

' PHAID
If selected criterion is State, sort the results by &N
*' Name

“iew Selection |

User |H44?95|

2. Enter the User’s ID in the User field.

3. Click on the Assign PHA radio button. @ Assign PHA

4. Enter the PHA code in the PHA ID field or click on the right drop-down arrow to
select a state in the State field. Click on a state from the list to select it. If
selecting by state, sort the criteria by clicking on either the PHA ID or Name
radio button.

5. Click on the “View Selection” button __12% Selection The Assign PHA for
User page displays V.

Assign PHA For User M44795

Roles PHAs
MASS - PHA User (PHU) 7] | OHIOT  COLUMBUS METROPOLITAN HOUSING AUTHORITY =

Update |

[ITainy Wl enu] [Ueer Group Maintenance] [User IMaintenance] [PHA Maintenance]
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6. Select the appropriate User Role from the list by clicking on the selection to
highlight it.

Roles

- PHA User (PHL

7. If the User is assigned to more than one PHA, select the appropriate PHA
from the list by clicking on the selection to highlight it. Hold the Ctrl key
down and click to select multiple PHAs.

Update

8. Click on the “Update” button
displays v.

. The Updates Results page

Update Results

All updates have been completed successfully.

[Becure Systema MWlen] [PHA MWaintenatce]

9. Click on the PHA Maintenance link to return to the PHA Assignment
Maintenance page and review your selections. (Otherwise, click on the
underlined Main Menu link to return to the Secure Systems main page.)

To review a User’s current PHA assignment:

1. Onthe PHA Assignment Maintenance page, enter the User’s user ID in the

User field.
II Il Systemn Administration
I || PHA Assignment Maintenance

U5, [rept. ul'}lvuu:lng
and Urban Development User |H44795l
Secure Sysiems

Menu " Assion PHA * View or Unassign PHA

For Assipnment, prowide one of the following, or leave blank for all

PHAID [

of State I =]

C PHAID
If selected criterion is State, sort the results by N
*' MName

“iew Selection |
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(If starting from the Secure Systems main page, first click on the underlined
PHA Assignment Maintenance link to access the PHA Assignment
Maintenance page.)

% View or Unassign PHA

2. Click on the View or Unassign PHA radio button.

3. Click on the “View Selection” button ___18% Selection The Unassign PHA
page displays, listing the PHAs to which the User is currently assigned v.

Unassign PHA For User M44795

PHA ID PHA Name Role Code
COLTMNBETS METEOPOLITAT HOTTSTING
™ OHO01 AUTHORTTT FHIT

Submit |

[Iwlaity Wl erma] [TTaer Croup Maintenance] [Taer Maintenance] [PHA IWaintenatnce]

4. Click on the PHA Maintenance link to assign additional PHAs; or click the User
Maintenance link to assign roles or update User information; or the Main Menu
link to return to the Secure Systems page.

To delete a User’s rights to a PHA:

1. Onthe PHA Assignment Maintenance page, enter the User’s ID in the User
field v.

I
" PHA Assignment Maintenance

il Vet Developmmnt User [maa7os]|
Secure Svsiems

Menu " Assign PHA & View or Unassign PHA

System Administration

H*

*{

For Assignment, provide one of the following, of leave blank for all

PHAID [

or State | =l

C PHAID
If selected criterion is State, sort the results by &N
*' Mame

“iew Selection
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2. Click on the View or Unassign PHA radio button. & View or Unassign PHA

3. Click on the “View Selection” button |__IE# Selection The Unassign PHA
page displays, listing the PHA(S) currently assigned to the User v.

Unassign PHA For User M44795

PHA ID PHA Name Role Code
COLTMNBETS METEOPOLITAT HOTTSTING
™ OHO01 AUTHORTTT FHIT

Submit I

[Iwlaity Wl erma] [TTaer Croup Maintenance] [Taer Maintenance] [PHA IWaintenatnce]

PHAID

¥ CHOO1
4. Click on the checkbox to select the PHA to unassign. The User will
no longer have access to that PHA’s data.

Subrnit

5. Click on the “Submit” button . The Update Results page displays.

Update Results

1 unassign has completed successfully.

[Fecure Svstems Menu] [PHA Maintenance]

6. Click on the Secure Systems Menu link to return to the Secure Systems page,
or click on the close control icon L& to exit the system.

Provide the User with their User ID

After retrieving the User’s ID, assigning the User the appropriate system role(s), and
assigning them to the PHA, you can now provide them with their user ID to access the

system.
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Business Partners Maintenance

The Business Partner Maintenance feature allows Coordinators to represent additional
business partners (i.e., PHAS). You only register once. If you need to represent
additional PHAs as their Coordinator, you must request a new business partner
relationship for each additional PHA. Once the new relationship is activated in the
system, you can act as the Coordinator for the additional PHA.

Establishing Additional PHA Relationships

Remember, Coordinators are determined by the PHA’s Executive Director. The first
step in establishing a new business partner relationship (in addition to the PHA under
which you are registered) is to make a request to be the Coordinator for the new PHA in
the system.

To request a new business relationship:

1. Onthe Secure Systems page, under the System Administration heading, click
on the Business Partners Maintenance link. The Business Partners
Maintenance page displays V.

" Business Partners Maintenance

and Urhan D chopment User ID |
ey " Eecuest MNew f Delete Existing Relationships
Menu 0 Activate Felationships

" Deactivate Felationships

Submit |

User ID |M80018]

System Administration

H*

*{

2. Enter your user ID in the User ID field.

3. Click on the Request New/Delete Existing Relationships radio button.

& Eeruest Mew / Delete Existing Felationships ‘

4. Click on the “Submit” button _=48M | ~The Delete/Request Relationships
page displays (See next page). The “Original Relationship” identifies the PHA
you registered under. The box immediately below displays additional PHAS you
represent (if any).
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Delete Relationships For User M80018

Original Felationship: ©HO01 -
COLTMEBTTS METEOPOLTTAN
HOTETNG ATUTHORITY
{Orgamzation)

[

[

Delete |

Request Relationships For User M80018

TaxID / 88N/ PHATD  Business Partner Type
IF'artiu:ipant (Drganization) j

|F'artiu:ipant (Drganization) j

IF'articipant (Drganization) j

|F'arti|:ipant (Drganization) j

|F'artiu:ipant (Qrganization) j

IF'artiu:ipant (Drganization) j

|F'ar1i|:ipant (Drganization) j

|F'artiu:ipant (Drganization) j

IF'artiu:ipant (Drganization) j

|F'artiu:ipant (Drganization) j

Add

[Iainy Bl era] [Teer Group MMaintenance] [Tser Maintenance] [Business Partners Maintenatce]

5. Scroll down to the Request Relationships section. Click in the first column, and
enter the PHA code in the PHA ID field. (example: OHO066)
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6. Inthe Business Partner Type column, click on the right drop-down arrow to view
a list of options. Click on “PHA” to select it.

TaxID / SSIN/PHA T  Business Partner Type

;OHDEE Farticipant (Organization) j
Participant (Organization)
I Participant (Individual

Add

7. Click on the “Add” button
page displays v.

Request Relationships For User M80018
Confirmation

at the bottom of the page. A Confirmation

Add Participant Info Confirm

OHO66

MORGANW METROPOLITAN HOUSING AUTHORITY -
4512 NORTH STATE ROTUTE #376 MW
MOCONNELSWVILLE OH 43756-0000

Submit | Cancel I

[Ilain henu] [Tser Group Maintenance] [Tser Maintenance] [Business Partners MMaintenance]

NOTE: The system automatically checks the PHA ID (code) against the HUD
database. A message displays if the information is not valid. If the
information is not correct, click the Cancel button to return to the
previous page and re-enter the correct information.

8. Click on the Confirm checkbox to confirm you are requesting to be the PHA’s
Coordinator.

Confirm

v

Submit

9. Click on the “Submit” button to submit the request.
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10. Click on the Main Menu link to return to the Secure Systems page, or click the
close [E control icon to exit the system.

Activating an Additional PHA Relationship

After requesting an additional PHA relationship, HUD sends the PHA's Executive
Director a letter to verify you as the PHA’s Coordinator and to provide the Executive
Director with your activation key (code). A Coordinator is authorized when they receive
their activation key from the Executive Director. The Coordinator then needs to activate
the relationship with this additional PHA in the system.

To activate an additional PHA relationship:

1. Onthe Secure Systems main page, under the System Administration heading,
click on the Business Partners Maintenance link. The Business Partners
Maintenance page displays v.

System Administration

H*

il
* I H Business Paritners Maintenance

i Urhan Deelopmen User ID |

e S e ' Request Mew / Delete Existing Felationships
Menu ' Activate Felationships

" Deactrvate Felationships

Subrmit |

User ID |M80018]

2. Enter the user ID in the User ID field.

3. Click on the Activate Relationships radio button. | @ Activate Relationships

Subrnit

4. Click on the “Submit” button
displays (See next page).

. The Activate Relationships page
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Activate Relationships For User MS0018

Select those you wish o activate TIN/SSIN/PHA ID Activation Eey

OHOGE - MORGAN METROFOLITAN HOUSI

=
|

a4

[~
Submit I

lat hleron] [Ueer Gronp Blafrdenance] [eer hlafrderarce] [Eusiness Partrers Blaintenarce

5. Inthe left column, click on the PHA to select it. Use the scroll bar if necessary.

6. Click on the right arrow button . The PHA ID automatically displays in
the middle column. (To deselect an organization, click on the left arrow button.

[Ceeee]

TIN/SSNPHA ID Activation Eey

|oH0EE |

7. In the right column, enter the Activation Key.

TINISSN/PHA ID Activation Key

|omoes Jsez 124

8. Click on the “Submit” button . The Activation Results page displays. If
the relationship was not activated, return to the previous page and correct the
errors.

9. Click on the Main Menu link to return to the Secure Systems main page.
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Deleting a PHA Relationship

If you, or the backup Coordinator, no longer serve as the Coordinator for a PHA, the
relationship with that PHA must be deleted. Remember, the system allows a PHA a

maximum of two Coordinators.

To delete a Coordinator relationship with a PHA:

1.

On the Business Partners Maintenance page, enter the Coordinator’s user 1D

in the User ID field.

Click on the Request New/Delete Existing Relationships radio button.

Click on the “Submit” button [_Z4bmit

page displays v.

. The Delete/Request Relationships

Delete Relationships For User M80001

{Original Relationship: 411225075 - LaCrosse Properties
(Croanization)

OHOBE - MORGAM METROPOLITAM HOUSIMNG AUTHORITY (0
PADBD - NORTHUMBERLAND COUNTY HOUSING AUTH. (D)

Delete i

OHOO1 - COLUMBUS METROPOLITAN HOUSING AUTHORITY (07 =]

In the Delete Relationships section, click on the PHA to select it. Use the scroll

bar, if necessary. Use the Ctrl key to select more than one option.

Delate

Click on the “Delete” button

Update Results

All updates have heen successfully completed.

[Eewew User BEOODT]

[Becure Systems Mlenu] [Business Partners Ilaintenance]
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6. Click on the Secure Systems Menu link to return to the Secure Systems page
v, or click on the close [ control icon to exit the system.

UE, Drept. of Housing

and Urban Development Sj’ﬂﬂm

*1

Financial A ssessment Subsystem Submission (FASSTE)
Physical A ssessment Subsystem (PAST

Public Housing A ssessment Subeystem (FHAT)

&ctive Partners Performance System (APPE)

Financial A ssessment Submission - PHA (FASPHA)
Eesident & ssessment Subsystem (RASE

Management A ssessment Subsystem (WART)

Single Family & ssessment Subsytem (3435

System Administration - Guide

Tser CGroup aintenance

Teer ID Llaintenatice

Patticipant & ssigiiment Maintenance
Business Partniers Maintenance
FHA Assigmment Maintenance
Password Change
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Appendix F: Getting Help

If you have a question, comment, or problem using MASS, you can get help by
contacting the REAC Technical Assistance Center (formerly the REAC Customer
Service Center). There are three methods for contacting the REAC Technical
Assistance Center, by e-mail, by phone, or by standard U.S. (“snail”) mail. Below are
instructions for each method of contact.

NOTE: The name change to the Technical Assistance Center may not be
immediate on all REAC Web pages.

By E-mail
To send an e-mail message to the REAC Technical Assistance Center:
1. At the bottom of every page in MASS is a Technical Assistance Center (formerly

the Customer Service Center) link. Clicking on the link opens the Contact Us
page. The Contact Us - Management Operation Certification page displays

v.
,»-” HUD HOME ABOUT HUD QEA SEARCH /[ INDEX E-MAIL
S |
- contact us
management operation
TOPICS = gun =
certification
customers
products
tools
online systems Feminder: Please include a detailed description of your regquest and your
contact us return telephone number.
reac home
For a prompt response select EMAIL |

2. Click on the “EMAIL” button M—J. The Real Estate Assessment Center
Technical Assistance Center Submission form displays (See next page).

April 12, 2000 64



QUICK REFERENCE GUIDE
MANAGEMENT ASSESSMENT SUBSYSTEM (MASS) APPENDIX F

Real Estate Assessment Center (REAC)
Technical Assistance Center Submission

Submit |

*First Name: I *Last Name: I
*Email: I Phone: I
*] prefer follow-up and response via: ' Braail
' Phone (Phone required shave )
Question/Comment:
Please enter any information that you think would help us address your Question/Comment (e.g. PHA Number,
Inspection ID).
_// If necessary, INSERT ATTACHMENT Browse... |

Please Mote: Required fields are marked == *. If confidentiality is an issue, please call the BEACT Techracal &ssistance
Center directly at 1-222-245-4Ra0.

3. Click in the blank fields and enter the information requested. Users are required
to enter their First and Last Name, Email address, and preferred method of
response. Below is a chart describing each field and giving instructions on how
to fill out the form v:

DESCRIPTION

First Name | Click and type in your first name. This field is required.
Last Name | Tab and enter your last name. This field is required.

Email Tab and enter your email address. This field is required.
Address

Phone Tab and enter your phone number.
Response | Tab and select the preferred method of response to your question. Click
Preference | on either the Phone or Email radio button to select it.
Question/ | Tab and enter your question or comments. Be as specific as possible.
Comment
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DESCRIPTION
Additional | Tab and enter any additional information pertaining to your question (e.g.,
Information | PHA number)
Insert Tab to attach files, if necessary. Click on the Browse button. The File
Attachment | Upload window displays. Find the file in the appropriate directory. Click
on the file to select it. Click on the Open button to attach the file.

4. Click on the “Submit” button . The completed form is automatically
sent to the REAC Technical Assistance Center.

By Phone

You can call the REAC Technical Assistance Center with system questions toll-free,
Monday through Friday, 7:00 a.m. to 8:30 p.m., Eastern Time at:

1-888-245-4860

By Standard U.S. (“Snail”) Mail
The REAC Technical Assistance Center may be reached by standard U.S. mail at the

following address:

U.S. Department of Housing and Urban Development (HUD)
Real Estate Assessment Center (REAC)

ATTN: Technical Assistance Center

1280 Maryland Avenue, SW, Suite 800

Washington, DC 20024-2635
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